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vLomptroller
Director of Communications
Director of Logistics
Director of Persennel
Director of Security
Director of Training
Chief, Audit Staff
Chief, Commercial Staff
Chief, Management Staff
Chief, Medical Staff
Special Suppert Assistant to DD/S
~ Special Planning Assistant to DD/S

SUBJECT : Review of Administrative Procedures

1. In sn organization such as ours, which has expanded rather rapidly
over a short period of time, it is almost lnevitable that certaln administyative
procedures snd controls come into play which not anly tesd to be overburden-
some, bt in some cases entirely unmecessary. I believe we have reached a

point in the development of the support organization where it would be
~ _|  prefitable for us to undertake a systematic review of our many procedures
NN § W\ with & view to simplifying them as much as possible, and eliminating those
ND %f:j that ere no longer negded.
N
§W& 2. The big question, in such an undeytaking, is how do we go about it?
Ideally it probably would be best to assign a group to devote full-time to this
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probiem. From a practical standpoint, however, this does not appear to be
feasible. As an slternative, I have decided ro establish a Suppert Procedures
Committee, with the understanding that the members of this Committee will
devote a chare of their time to this matter while still maintaining major
responsibilities for thelr current assigaments. This Committee will work
under my general guldance, end rather than launching forth on a lazge-scale
program, will be instructed to examine various procedures and practices one

or two at a time, and complete esch review before going on to others. }55'2,54
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SUBJECT: Review of Administrative Procedures

3. The work of this Committee will be 8o programmed that it will
neither duplicate the efforts of Management's Organization and Methods
Staff nor compete with the Suggestion Awards Program. The fundamentsl

concept that I have in mind in esteblishing this Committee is that it will

imit ite activities to thase administrative procedures and controls which

1 have authority to modify or eliminste. Furthermore, the Committee will
be instructed not to undextake any specific review without first determining
whether or not the Management Staff or the Suggestion Awards Staff is
curreatly working on the specific item in question.

4. Ifirmly believe we can make this Program a success. To do so,
however, we must objectively seek ways 1o slmplify our work and, at the
same time, not endanger or undo the scund practices we have established,
To this end, I request that each of you support this Commitiee and give
iz the benefit of your varled experience and detailed knowledge of the
activities under your jurisdiction.

5. The Committee will be composed of the following members: A
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